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SPECIAL EVENT PERMIT APPLICATION 
            (Must be Completed at Least 30 Days Before Event Date) 
 

This event application MUST be filled out if your event is a festival, concert, sporting event, gathering, 
performance, etc., in or at a public park, outdoor recreation area, or facility. Locations will be reserved for 14 days 

once a completed application is received. If your fees are not paid within 14 days, your reservation may be 
cancelled. 

For questions, please contact the Special Event Coordinator at 208-612-8786 or mhandke@idahofallsidaho.gov 

Event Location:           Event Date:         

Event Name:                 

Sponsoring Organization:         Email:        

Are you a non-profit organization?     Yes       No  If so, Tax ID #:         

Contact Person:        Phone:         

Organization’s Address:         City:       State:     Zip:         
 

Event Details 

Purpose and Brief Description of Event:             

                 

Years Event Has Been Held in IF:    

Expected Number of Attendees to this Event:          

Set-Up Date/Time:             

Event Festivities Hours of Operation Date/Time:           

Dismantled-By Date/Time:   
 
 

 
 
 

Directions for the Following Pages 
    In the following sections, event organizers must read descriptions for each plan, and fill out the needed information in the 
corresponding blank boxes. Your plans can be simple. You may use bullet points or incomplete sentences to explain the plans.  
 
    If your explanation is too large to fit into the box, or if you have already written the plan out somewhere else, you must write 
“ATTACHED” in the blank description box, and then turn in those plans at the same time you turn in this application. If your 
event does not need a plan description (for example, if you do not have any vendors, or you do not need any streets closed) 
please write “N/A” or “Not Applicable” in the blank description box.  
 

If your event involves temporary structures over 400 square feet in size, fireworks, or pyrotechnics, you may need to reach 
out to the Idaho Falls Fire Department to ensure your event follows the Fire Code. The Idaho Falls Fire Department can be 

reached at 208-612-8497. 

 
 
 



Special Event Permit Application - Page 2 of 7 
 

Security Plan 
 CHECK THIS BOX IF YOU HAVE ATTACHED THE SECURITY PLAN TO THIS APPLICATION 

The security plan should be a few sentences explaining how security will be handled at your event. This can include how all road 
closures must be staffed by clearly identified staff or volunteers, a booth for lost children, security staff or volunteers must wear 
event-appropriate uniforms (ex. Brightly colored safety vest, shirts with “SECURITY” clearly visible), the locations of the security 
guards, etc. For events with under 500 people at the event at one time, a security plan can be as simple as having easily 
identifiable volunteers. Please describe your Security Plan in the following box: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
A licensed security company is required for events with alcohol and/or events open to the public with 500 or more attendees. 
If that includes your event, please fill out the contact information for the security company below, and attach the contract you 
have signed with the security company to the end of this application. 
Security Company:           
Contact:          
Phone:     

 
 
Trash Plan 

 CHECK THIS BOX IF YOU HAVE ATTACHED THE TRASH PLAN TO THIS APPLICATION 
The Trash Plan should explain how you plan to handle waste at your event. As the event organizer, you are responsible for the 
waste generated by the participants, spectators and vendors at your event.  Trash cans are available to rent from the City for a 
small fee ($4.00/can). If trash cans are needed, make sure to include the number requested in the Application and Facility Rental 
Fees Section below. Please detail your Trash Plan in the following box: 
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Street Closure Requests/ Traffic Control Plan 
 CHECK THIS BOX IF YOU HAVE FILLED OUT THE STREET CLOSURE REQUEST IN THE BOX BELOW 

If requesting a road closure: A complete traffic control plan must be submitted for review and approval. Traffic control plans should 
be in compliance with all rules, laws, ordinances and regulations of the State, County and City authorities as to the closing and 
barricading of public roads and streets. All such barricading and signing shall be in accordance with the current edition of the 
Manual on Uniform Traffic Control Devices (MUTCD) for Streets and Highways, published by the U.S. Department of 
Transportation, Federal Highway Administration.  
Link to Current MUTCD Manual:   https://mutcd.fhwa.dot.gov/pdfs/2009r1r2/mutcd2009r2pages.pdf  
 The request must include:  

 All streets, intersections, businesses and parking lots that will be impacted by the closure 

 Times that the closures would need to be in effect 

 Access points for fire and emergency personnel (all street closures must ensure a 20-foot wide lane is available for emergency 
vehicles) 

 Contact person available during setup, event and take down 

 How traffic will need to be re-routed during the closure 

 The type and number of barricades that will be used 

  The type and number of barricades that will be used 
 
 
 
 
 
 
 

 
Fee Waiver Requests 

 CHECK THIS BOX IF YOU HAVE ATTACHED THE FEE WAIVER REQUEST AND YOUR 501(C)3 TO THIS APPLICATION 
If you are a non-profit organization, and meet certain criteria, some fees may be able to be waived. The waived fees could 
include rental fees and the insurance requirements. To receive the waiver, you must provide a copy of your 501(c)3 information, 
and explain how you meet all of the following criteria: 

 The event or activity must be open to the general public. 

 The activity of the requesting party must directly benefit the residents of the City of Idaho Falls or the Parks and Recreation 
Department. 

 The requesting party must be an Idaho Falls based non-profit organization with a valid 501(C)3. 

 The requesting party must agree to provide for clean-up at the end of their event. 

 Projects or organizations who have failed their obligations during previous events or activities are not eligible for future fee waivers. 

 All recipients of a fee waiver shall acknowledge the Parks and Recreation Department in all publicity relating to the event or activity 
and be approved by the Director of Parks and Recreation prior to release.  Acknowledgement includes City logos and statement in all 
advertising, promotional material and media releases. 

 All city programs, committees or authorized direct affiliates shall be eligible for exemption from facility use fees. 

Please detail your fee waiver request below: 

 
 

 
 
 
 
 
 
 
 
Make sure you also attach a copy of your 501(c)3 form!  
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Site Plan 
 CHECK THIS BOX IF YOU HAVE ATTACHED THE SITE PLAN TO THIS APPLICATION 

The Site Plan is a map you must attach to this application. The maps can be hand-drawn, or you may use a map found online, 
and then draw on that map by hand or using a computer. The map should include, if applicable: 

 An outline of the entire event venue 

 Direction of travel and all street closures for moving events 

 The location of fencing, barriers and barricades.  Indicate access points for emergency personnel. You must have a 
twenty (20) foot wide path for emergency vehicle access 

 Stages and platforms  

 Bleachers and grandstands 

 Trash cans and dumpsters 

 Portable toilets, hand washing facilities, drinking fountains and water stations  

 The location of first aid facilities and ambulances 

 Placement of vehicles and/or trailers 

 Placement of all vendors and booths 

 Space allotted for parking 

 Firework launch location(s) 

 Security. Please clearly indicate each area where approved security will be deployed, including but not limited to: 
entrances and exits to the event, and road closures.  Please differentiate between volunteer and professional 
security. 

 
Concessionaire and Food Vendor Permits 

 CHECK THIS BOX IF YOU NEED CONCESSIONAIRE/VENDOR PERMITS 
Event organizers will need to purchase a Temporary Concession Permit if they have food vendors at their event.  The permits are 
$50.00 for one (1) to ten (10) vendors or $100.00 for eleven (11) or more vendors, and can be bought at the Idaho Falls 
Recreation Center at 520 Memorial Dr., Idaho Falls, ID 83402.  Organizers are responsible for verifying proper permits, which 
include a food handling license or exemption certificate and a current year mobile vending permit, if they are operating out of a 
trailer or truck 

  

Insurance Certificate 
 CHECK THIS BOX IF YOU NEED A CERTIFICATE OF INSURANCE FOR YOUR EVENT 

If the Event is considered high-risk (as determined by the Special Event Committee), involves any type of alcohol, or is attended 
by more than 500 people, you must purchase insurance. When the application is turned in, the event organizer will be required 
to provide a Certificate of Liability Insurance naming the City of Idaho Falls as an additional insured party before permits will be 
granted.  Anyone using City property for an event must furnish the City of Idaho Falls with a current Certificate of Insurance 
evidencing General Liability Insurance Coverage equal to or greater than the following levels of liability:   

Each Occurrence Limit for Bodily Injury and Property Damage 
Liability 

$1,000,000 

General Aggregate Limit $2,000,000 

Products/Completed Operations Aggregate Limit $2,000,000 

Personal and Advertising Injury Liability Limit $1,000,000 
**Higher levels of liability may be required for events with more than 500 attendees or significant potential of bodily harm** 

 
If you are unsure if you need to have insurance, please reach out to someone at the Parks and Recreation Center at 520 Memorial Drive.  
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Alcohol Dispensing Limitations and Requirements  
 CHECK THIS BOX IF YOU ARE SERVING ALCOHOL AT YOUR SPECIAL EVENT 

Alcohol Catering Permits are $20.00 per day, obtained from the City Clerk’s Office at City Hall at 308 Constitution Way.  
Must obtain that permit to serve alcohol! 

 

Process to Obtain the Alcohol Catering Permit 
1. The event organizer will indicate on the application that they will have alcohol available at the event. 
2. The event organizer explains on the security plan how they will have the correct amount of guards, ID checkers, 

and signs for the event size. 
3. The contracted caterer/vendor pays and picks the Alcohol Catering Permit up from the City Clerk’s office at City 

Hall, 308 Constitution Way, at least 10 (ten) business days before the event.   
 

Permitted Locations and Times for Events with Beer and Wine 
1. Sportsman’s Park (Japanese Friendship Gardens) from noon until 10 pm 
2. Civitan Plaza in Downtown Idaho Falls from noon until 10 pm 
3. Idaho Falls Zoo at Tautphaus Park from noon until 10 pm 
4. Tautphaus Park Multi-Use Shelter, including the grassy area to the east of the shelter, extending 450 feet east from the 

Shelter, but not including Rogers St or the baseball field, from noon until 10 pm 
5. Public Plaza located at 330 Memorial Dr, from noon until 10 pm 
6. A closed, public street, provided that the City Police Chief, or his or her designee, approve the street closure, from noon until 

10 pm 
7. Freeman Park, within 200 feet of designated shelters from noon until 12 am 
8. The Pier at Snake River Landing from noon until 2 am 
9. Skyline Activity Center from noon until 2 am 

 
To obtain the Alcohol Catering Permit, you must:   

 Have a licensed vendor dispensing the alcohol.  The licensed vendor is a person or business in possession of a current Idaho 
State, Bonneville County and City license permitting the person or business to sell, distribute and serve or supply beer and 
wine. 

 Have individuals at the event to check proper identification for those who shall purchase, receive or consume alcohol during 
the event.  The individuals shall be clearly identified and shall be stationed no less than 10’ from the dispensing location.  

 All attendees that are drinking alcohol must have their IDs checked, and have a visible and tamper-proof wristband placed 
onto their body by the ID checkers.  

 Hire licensed professional security personnel to provide security for the event.  Such officers or security personnel shall be clearly 
identified as such and shall be on duty at all times alcohol is being sold, served or consumed during the event.   

 Have alcohol sales, dispensing and consumption area(s) only in designated areas.  The areas shall be designated by a signage that 
shall visually indicate the sale, dispensing, and consumption area. Signs shall visually warn that alcohol cannot be consumed outside 
the stated area. Signs must be placed every fifty (50) feet along the border of the consumption area.  

 Have all entry and exit points into the alcohol sales, distributing and consumption area(s) staffed with age appropriate volunteers or 
staff.  These locations can be staffed by the individuals checking proper identification.   

 Serve all alcohol from its original container.  When serving into another container, the container must be a readily identifiable 
container not more than sixteen (16) ounces in size and shall not bear a logo for a non-alcoholic beverage.   

 Events over 1,000 attendees will require Crowd Control Managers, which can be volunteers or employees who shall help with public 
crowd control and overall safety. 

 
If your event wants to sell any type of alcohol for longer than 6 hours per day, you must submit a plan for review by the Parks and Recreation 
Director and Police Chief, or their designee. The plan must include: 

 A satisfactory and specified plan to mitigate public nuisances, such as noise and traffic, associated with the extended hours 

 Provide additional security in an amount satisfactory to the Chief of Police, or their designee 

 An administrative fee of $200.00 
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Application, Facility, and Equipment Rental Fees (Not Including Tax) 
All Special Events  
Park Impact Fee (Events with 100 or more attendees) $100.00   

Refundable Deposit for ALL Special Events 
*The $500.00 deposit is a cleaning deposit as well as security for 
damages to City facilities/grounds and broken or lost equipment.  

$500.00   

City Alcohol Catering Permit (get from City Clerk) $20.00 
  

Extended Hours of Alcohol Sales Administrative Fee $200.00 
  

Special Event Temporary Concession Permit (1-10 Vendors) $50.00  

Special Event Temporary Concession Permit (11+ Vendors)  $100.00  

   

Shelter Rentals Fees   

Park Shelters & Gazebos $75.00  
Riverwalk Cement Pads (Memorial Dr.) $100.00  

Riverwalk Cement Pads ½ pad $50.00   

Civitan Plaza $50.00  

Pier at Snake River Landing $75.00  

Sportsman Park Island $500.00  

Sportsman Park Lower Deck $75.00  

Sportsman Park Upper Deck $75.00  

Tautphaus Park Multi-Purpose Shelter $300.00  

Tautphaus Park Lilac Circle  $50.00  

Freeman Park Bandshell $200.00  

River Gardens at Taylor’s Crossing $100.00  

Melaleuca Field with Concourse, Grandstands, and Field $1000.00  

Melaleuca Field, Concourse Only $400.00  

Melaleuca Field, Stand and Field Only $600.00  
 

Equipment Rentals  Fee  Quantity 
Water Spigot Deposit   ($75.00 replacement fee) Free  

Volleyball Equipment  ($50.00 replacement fee) $10.00  

Picnic Table + Delivery (1 – 6 Tables)   
(Some locations already have picnic tables) 

$50.00 for first 
6 tables, $5.00 
for every 
additional 
table after 6 

 

Trash Cans $4.00 ea.  

Bleachers $40.00 ea.  

Additional Comments/Requests 

If you have any extra requests or needs not listed prior, please write them below. This can include sprinklers needing to be off, location of 
power outlets, etc. 
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ALL RENTED ITEMS MUST BE RETURNED TO RECREATION CENTER AT 520 MEMORIAL DRIVE WITHIN 1 (ONE) 
BUSINESS DAY OF THE END OF THE EVENT, BY 6 PM. IF RETURNED LATE, EVENT ORGANIZERS WILL BE CHARGED 

FOR EVERY DAY ITEMS ARE LATE. 

Special Event Permit:  Policies and Procedures Checklist  
I have read the entire Special Event Permit: Policies and Procedures and understand all the requirements, limitations, 
policies and procedures that are associated with each section.  The Special Event Permit: Policies and Procedures can 
be found online by going to https://www.idahofallsidaho.gov/540/I-Want-To and clicking on “Plan a Special Event.” 
You can also receive a physical copy of the Special Event Permit: Policies and Procedures by going to the Parks and 
Recreation building Front Desk at 520 Memorial Drive and requesting a copy.  
 

By signing the following statement, I completely understand what is expected of me, as the event organizer, and 
will comply with each corresponding section. 

 
 

 
 

I (the signer) have read this entire Special Event Permit Application and corresponding Policies and Procedures and agree to abide by ALL rules, 
regulations and requirements.  I have attached all required documentation to this application.  I understand that failure to comply with ALL 
requirements, deadlines and commitments may result in termination of my permit and denial of subsequent permit requests.   
 
I (the signer) understand that I am responsible for the conduct of the group and for the condition of the reserved park area.  This permit is subject to all 
Municipal Ordinances as defined by the City of Idaho Falls, in addition to all rules and regulations governing the City's Parks and Recreation Department. 
I agree that during the use of the park facility, the sponsoring organization will not exclude anyone from participation in, deny anyone the benefits of, 
or otherwise subject anyone to discrimination because of the person's race, religion, disability, sexual orientation, gender identity or national origin. 
 
 
 
 

                                                       

Event Organizer’s Printed Name     Date                        Event Organizer’s Signature  

https://www.idahofallsidaho.gov/540/I-Want-To

